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Your Name

Address

City, State, Zip Code
Phone Number

June 19, 200 _

Mr. John Smith, Title
Tennessee Company

5555 Smoky Mountain Street
Resume, TN 55555

Dear Ms. Smith:

| am very interested in the position of Administrative Secretary listed in the Daily Tennessee Newspaper on
May 24, 200_. The skills and qualifications you mention closely match my experience in this career field.

Your Needs

o Detail-oriented, experienced Administrative Secretary
e Assist Customer Relations Manager

e Corporate experience with major clients a must

e PC knowledge a plus

My Qualifications

e Four years Administrative Secretary experience with responsibility for numerous detailed reports
e Assisted Customer Relations Manager for two years

e Regularly served purchasing agents at Fortune 500 companies

e Hands-on experience with Lotus 1-2-3 and WordPerfect on IBM-PC

Enclosed is my resume for your review and consideration. | believe | am an excellent candidate for this position
and look forward to meeting with you to discuss it in greater detail. | will plan to call you to determine when an
interview might be possible. Thank you.

Sincerely,

4



(Signature)
Typed Name

Enclosure
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Your Name

Address

City, State, Zip Code
Phone Number

PCRE
Qﬁﬁb)baﬁ

July 31, 200

Mr. John Smith, Manager
Tennessee Company

5555 Smoky Mountain Street
Resume, TN 55555

Dear Mr. Smith:

Jane Smith, Interviewer with the Tennessee Career Center, suggested that | contact you directly
regarding my interest in an Administrative Secretary position with your organization. Although my
resume is actively on file in Human Resources, Ms. Smith felt that you would want to be made aware of
my unique qualifications and availability. Consequently, | have enclosed my resume for your
consideration.

My background makes me a highly qualified Administrative Secretary with more than four years of
experience serving executive management for a large manufacturing company. My qualifications include
extensive PC experience with the software used at Tennessee Corp. (PowerPoint, Excel and MS Office
200 ), proven customer service skills, itinerary planning and report writing.

I will be in your area on September 19, 200_ (9:00 - 3:00), and would appreciate an opportunity to meet
with you to discuss my qualifications in greater detail. | will plan to contact you to arrange a possible
meeting time.

Thank you for your time and consideration.

Sincerely,

Your Name
Enclosure

cc: J. Smith
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Your Name

Address

City, State, Zip Code
Phone Number

May 20, 200

Ms. Jane Smith, Manager
Tennessee Company

5555 Smoky Mountain Street
Resume, TN 55555

Dear Ms. Smith:
Perhaps you are seeking an addition to your marketing team. A new person can provide innovative
approaches to the challenges of marketing. | am an innovator of new ideas, an excellent communicator

with buyers, and have a demonstrated history of marketing success.

Presently, | am marketing computer products for a major supplier using television, radio and news
advertising. | have a reputation for putting forth the effort required to make a project succeed.

Enclosed is my resume for your review and consideration. Tennessee Company has a reputation for
excellence. | would like to use my talents to market your quality line of technical products. | will call you to
further discuss my talents and how | can benefit your company. If you prefer, you may reach me in the
evenings at (555) 555-5555.

Thank you for your time. | look forward to meeting you.

Sincerely,

Your Name

Enclosure
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ELIZABETH B. JOB SEEKER
5555 Lakewood Road
Somewhere, Tennessee 55555
(555) 555-5555
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DEBRA JOB SEEKER
5555 Lakewood Road
Somewhere, Tennessee 55555
(555) 555-5555

4AadA

) Gom cmlia 5 zmnaa Glalal aladl jaead Gl JU 55 6) Hla bkl JUE 5 YL o 3800 L daliual o€ (5118 (o My
)JJ\.S&L@.&}JL"_#U&IJ‘;\'\AW e\m\ c‘fu‘)dh“_\ﬁﬁ.h\ su\JuyJ\Qﬁ‘fJJuwpwﬁbungje&\‘5&“)‘93»1.3
omy el 5 el Cufla cai slime ) 8n L Il ) (o)) B (U1 1l 5 a5 R S dal il 55

D lwaad

200- s4alin) o€
(Licensed Practical Nurse Program) (e ¢l 0 593 Jaasa S e )18

(4.0/3.85 :Jaxa)

"i" ((Bloomtown) "¢t sk «(Normandale Community) "o swlS Jaaila )i &S

(st 3) 200- " "y 5uSU" ¢ (Regions Hospital) " ise )" ol sley 1 3l S
<y ) i s sl s & ) 5,85k
Shp et Sl Sl sla Al ou) isie sl lan
Dlax Ay S GBI 8 G5 4l 20 gas 2 518
o sleidl e " " o8 &,
e
199- "o (Richfield) "sbis " «(Richfield Senior) " s sbiss " i s zelus

bl ja il o) (slgillad ala) 43 503
199- -199- P LIPS PPN AL L SR} & o il

hd G gea 3l a4y il 5y Sy clead 4l )l e
j)bjd\.ﬁa}..:\cat\;\).us\hﬁ@kﬁf&hj&;&b%\ﬁ\J\JJ&JM °

199- -199- " md" Mowiea” (Courage Center) " il g s

el (LG 63 eSS (ol et 43) ) 5 ) (slgllad aladl 4y 5ol Gl glaa Jdd g aS Gl lan 0SS o
Jald 1) bl sl )3 alail 5 jlad s Jaiea ala Ja dlgdl an gala 138 cal il ol sl s (il &

Ssd e
199--199- "l "y uSU" (Neighborhood Involvement Program) "cuall gl 3 g8 s 4ald

il 3 wa Ol e GBS Caas 45 ) gila 26 Jald ilaitlo (S5l Sy 2 el 4ali aile )l o
b a0 15 w4

199- g gpuas
Olae s ellg) il roy S 5 e



12

S A S R o g - (53 S A g ) A gad

JERRY J. JOB
5555 Lakewood Road
Somewhere, Tennessee 55555
(555) 555-5555
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RED E. JOBHUNTER
5555 Lakewood Road
Somewhere, Tennessee 55555
(555) 555-5555
red@myemail.com
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